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Options

Action Emails

Email notifications can be sent to various recipients when a User performs | optiens Home

one of the actions identified on the list. From the Main Menu, ensure that Action Emails
the email protocol has been setup under Maintenance before proceeding Descriptions Tables >
with the setup of Action Emails. Facility Identification

Tirme Markers

Select the Actions that should prompt an email notification by clicking on Categorize Attributes

the corresponding check box.

the Actians hat showdd promet an el potca Acion B Emal T

Jlu NI pCed Y Nt

For each Action selected, click on the Action By check box to activate the pop-up window to select the Users whose
action will prompt an email. On the left of the pop-up window enter the first available blank line number from the
Current List shown on the right. Click the Get-F1 to see and select the User Name from the Security File. Repeat to
add another User to the list.

Click Closed-F12 to return to the =7 I Rem
ACtion Emails panel and Action: Incident added from Chart Current List
. 1. Sara K 3]
proceed to the Email To check 2. Amy Cooper
Enter ine number from from box on the right 3.
box for each Action selected to B . |=
. . 6
activate the pop-up window. 7
Get User Name From Securtty Fie g
i
User D ii:
SARA 14.

The Email To pop-up window is
used to select the Email
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Chart Module

Recipients resulting from the action. On the left of the pop-up window enter the first available blank line number
from the Current List shown on the right. Click the Get-F1 to see and select the User Name from the Security File.
Repeat to add another Recipient to the list.

cTB2 Email Recipients resulting from an action

SF7 * Remove Name

Action: Incident added from Chart

Current List

1. "Karen - Clms Mgr

Enter line number from from box on the right

3
4.
2.
1 g
9

Get F1 | Get User Name From Security File 10,
11.

' 12.

LfserlDand Name 13.
KFERRELL Karen - Cims Mar :1L‘5‘
16.

Email Address 17.
= 18.
[k,ferrell@parklanesys.com 18.
20.

Send an email to the Managing Staff,
in‘addition to any users selected above.

2. MicheTe BlvEh = "Acct Mar

Each time an Action is executed by a listed User, the Recipient will receive an email advising that the Action

occurred.

Sara Kane

From: Health Safety Application [noreply@noreply.com]
Sent: Thursday, July 02, 2015 4:23 PM

To: Sara Kane

Subject: Notification of User Action

The following action was taken in the Parklane System.

Action: Incident added from Chart

Date: ©2 Jul 15 at 16:22

User: Sara K

PKD-Company 1

Module: Chart

Employee: HREICH, JUDITH

Department: IT, Information Technology

Employee Key: 900119

Chart Date: 02 Jul 15

Record will have asterisks in Incident directory

Please do not reply to this automated message.
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Description Tables

The information compiled within the Chart module can assist in determining the major reasons for Health Care
visits and resulting loss of productive time. This module also provides statistical information that can be used by
management to assess the organization’s health and safety and employee assistance program needs.

Anyone using the Chart must be given their own password along with a User ID for tracking and auditing purposes.

Before Chart can capture specific information related to a visit, there are 5 tables that need to be built. The client
must define Classifications, Reasons, Conditions, Treatments, and Actions.

It is crucial that the description types reflect viable data related to a health centre visit. As an example:

1. ‘Class’ would reflect an Occupational or Non-Occupational visit for example.

2. ‘Reason’ would identify whether the visit was Initial, a Follow-up, Report by Phone, or perhaps a
Consultation.

3. ‘Condition’ would identify the employee’s presented illness or injury.
4. ‘Treatment’ perhaps would include specific medications provided and procedures conducted.

5. ‘Action’ would identify the end result of the visit. Did the employee return to work, go to their physician, go
to the hospital, or go home?

Ideally these table descriptions should allow the user to ask detailed meaningful questions of the system.

For example:
1. How many: Non-Occ / Occ / Non-Company
2. That were: Initial / Follow-up / Reported by Phone
3. Due to: Abrasion / Flu / Needlestick / Stress / Burn
4. Required: Cleansing / Dressing / Ice Pack / Medication / Consult
5. Resulting in: Return to Work / Mod Duties / To Family Doctor / To Emerg / Referral

Optionally, an attribute can then be highlighted to identify the specific body part.

From the menu, click Options/DescriptionTables/Manage Descriptions and select the table heading to be defined.

Options | Home

Action Emails |

Descriptions Tables » Manage Table Descriptions
Facility Identification K38 Table Record Counts
Tirne Markers Modify Tables

Categorize Attributes

Standard Review Dates
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Enter your descriptions for the selected table CKO03a Chart Descriptions

Classification

Number Description /n Classification
Reason
LllIN ON-OCCUPATIONAL
F3 "
2 OCCUPATIONAL - Condition
3 NON-COMPANY BED Treatment
4 INCORRECTENTRY BED  Action

Please note that when accessing these tables through a Chart record, the panel will sort the table alphabetically.

Modify Tables

Note: Changes cannot be reverted back once the revised table has been used.

Tagged entries may be moved or merged within a table. Run the K38 Table Record Counts. Determine which Table
No. the entries are from and the Table No. the entries are to be move to. All users must be out of Chart and a
Password must be obtained from Parklane Support before continuing with this procedure.

Options  Home
Action Emails |
Descriptions Tables ) Manage Table Descriptions
Facility ldentification K38 Table Record Counts
Time Markers Maodify Tables
= Today's Password X

Paridane Code (| 1
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Enter the Password obtained from Parklane Support and press Continue F5. Select

the Table in which the move or merge is required.

SL42 Select one option

F1 Ciasstfication

. . F2 Reason

Move cursor to the desired table entry. In this example, entry number 10. N
3 Condition

F4 Treatment

F5 Action

CK30 Modity Chart Tables Reason

F2 =~ Prnt
No Description & Movelo
1| INMALVISIT &
2 | [FouowupvisT
3 | INMAL REPORTING BY PHONE .
: R Select F3 Move to and indicate the
4 | FOLLOW-UP BY PHONE
o new table entry.
5 | MEDICALTEST
6 | ASSESSMENT
7 | PHYSIOTHERAPY
CK30 Mordify Chinet Tablas
| 8 | ICHARTREVIEW
9 | [FORM EXPLANATION No.  Destription G B39 Roazon
10 ‘NEEKLY REVIEW 1 INITIAL VISIT :'. )
I [ e
11 | MEETING 2 | FOLLOW-UPVISIT =
3 | INMAL REPORTING BY PHONE pe
4 | FocLowup By PHONE ? R
= 008 CHART REVIEW ".,'J
2] MEDIGALTESY, 009, FORM EXPLANATION b
so8E 1010 WEEKLY REVIEW by
2 SEMENT 1011, MEETWIG b ,2
7 PHYSIOTHERAFPY el
8 | [CHART REVIEW ; r,
9 | [FORM EXPLANATION jeh
[ 04
10 WEEKLY REVIEW DR
MEETING o

Once selected, the panel will reflect the move/merge request. Note that all historical records will reflect the
changes and all changes will be recorded in the Audit. The old table entries/descriptions will be automatically
removed once this process is complete. Prior to the system processing the changes, it will make a copy of pertinent
files. These files will be located in the HS folder as HT0028.bck, HT0O004.bck and HTOOMA.bck
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F3
No DescripSon ﬂ Move to

1| INMAL VISIT

2 | FoLLow-ue visIT

3 | INTIAL REPORTING BY PHONE
4 | FOLLOW-UP BY PHONE

5 | MEDICAL TEST

8 | ASSESSMENT

7 | PHYSIOTHERAPY

8 | [CHART REVIEW

9 | FORM EXPLANATION

10 | WEEKLY REVIEW 8 | ASSESSMENT
MEETING

Press Start SF1 to continue. Confirmation will be required to proceed by selecting Yes.

QUESTION: CCHK3B The system will acknowledge the move/merge is complete.
Press OK.
Proceed with modifications? CCHK3B X
If yes,

Make sure all users out of this module

“ Re-organization Successful

I Yes l ] No

Run the K38 Table Record Counts following the move/merge and confirm the record counts against the original K38
report.
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Time Markers

To setup the user-defined tables for Time Markers, from the main menu of Chart, click on More than
Options/Tables/Time Markers. The panel will default to the Wait Times table. Select the next available Table no.
and then the Description field.

W SFS Print

Tabte no J | Wait Times

1. Medical Documentation -~
2 In#tial Cim Decision [
3. Supervisor's WA Plan implementation

L A 4. Response to lefter

Description

coto I WatTimes
B3 notable Achvites

R N R

Once complete, click F2 Notable Activities. Select the next available Table no. and then the Description field.

= SFS Prnt
Table no i Notables
1 Initial Record Entry n
Description 2 Phone Call with EE

3. Phone Call with WSIB/Carmer
4. Phone Call with Collegue

5 Mesting with EE

§. Upaate of WA Pian

Coto B Wat Times 7. Update Attendance Pian

8 School Mesting (WSIB RTW)
B Notadble Actvities 2

ﬂ

Categorize Attributes

To streamline the process of selecting attributes from a large table, they
can be organized by category. For this module, setup the categories for
the attributes which apply. Any excluded attributes will no longer appear
in this module. On any of the panels where attributes are available to you
for selection, including reports, you can select the category and then
select the required attribute from the list associated with that category. It
is an easy step to switch to other categories.

Options  Home
Action Emails
Descriptions Tables
Facility ldentification
Time Markers
Categorize Attributes

Standard Review Dates
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To categorize attributes, from the main menu of Chart, click
on More, then Options/Categorize Attributes.

Using the arrow, select the next available category (initially
the drop down list will show Categoryl, Category 2, etc.) and
then type in the Category Name which you wish to use for

your selection of attributes.

Cemgey heve [

(117 |-

St Catagen -

ey T Yy CENgR'y bate srdvy S scwm

AIET e Do Gumt B SSAL1 & SENgET) | hew shad S

Exit F12

Click on the F1>Select Attributes button and you will be presented with the Attributes for Category panel:

Attributes For Injury

[0051 WHAT THE INJURY WAS
0052 Abrasions

0053 Asphyxiation

0054 Bite/Animal or Insact
0055 BiteHuman

0056 Bruise/Contusion

0057 Burmn (HeatFlame)

0038 Burn (Lasar)

0059 Burn (Chemical)

0060 Burn (Electrical)

0081 Burn {Sun)

0052 ConcussionBrain

0083 Crushing Injury

0064 CutLacerationPuncture
0085 Dental

0056 Dislocation

0087 Fracture

006€ Foraign Matter in Eye
0088 Hypertherma

0070 Hypothermia

0071 Inflammation

0072 Inhafation

0073 Imitation

0074 Pinch

0075 Polsoning

0076 Puncture Wound

0077 Spralng/Strains

0078 Whiplash v

Clck on Attribute and Select F1

Maximuem 200

52 Abraslons

53 Agphyxiation

54 Bite/Animal or Insect
55 BiteMuman

56 Bruisa/Contusion

57 Bum (HeatFlame)
58 8urn (Laser)

59 Burn (Chemical)

§0 8umn (Electrical)

51 8Bum (Sun)

62 Concussion/Brain
63 Crushing Injury

64 CutacerationPunclure
65 Dental

606 Disfocation

67 Fracture

68 Foreign Matter in Eye
60 Hyperthermia

70 Hypothermia

71 Inflammation

72 inhaiation

73 Irritation

74 Pinch

75 Poisoning

76 Puncture Wound

77 SprainsiStrains

§> |

To remove anAttribyte, ciick on Atibute and select F7

v

Selected 27

Go To Attribute

001 F2

251 F3
501 F4

Find a code

Find a3 name

Go F9

A

Closa F12
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Select an attribute and press F1 to assign it to this Category. As you select the attributes they will appear in the box
on the right. When finished, click on the Close-F12 button to return to the Categorize Attributes panel

i
Standard Review Dates A B i

Standard Review Dates allow the setup of multiple sets
. L Goto General Visit Reviews
of routine activities that are normally done when i Tk
tracking or following up on a record. i s
. . L. Undefined Standards
Select a set identifier and enter a Description name for
. . . Undefined Standards
the set. You may enter routine follow-ups and identify
. . . Undefined Standards
the interval (number of days) in relations to the start S ——
date of the record. You may enter up to 50 pre-defined iR
activities or procedures per set. The interval days will
be used to determine the ta rget date of the aCtIVlty If you have the need to perform different activiies depending on various
scenarios, you may establish up fo & sets of standard review dates
Otherwise, use F1 General Standards

Once the Standard Review Dates are defined you may access the Review Dates panel of a new or current record
and click on Standards and the system will provide the list of sets. Once a set is selected, the system will auto-fill
those standard activities and determine the target date for each.

CT38 Standard Review Dates

Description |General Visit Reviews

Interval (Days) Activity

CALL EE ABOUT RECENT VISIT TO HC - CURRENT STA'
§ | |IF DR NOTE WAS NOT RECD - CALL EE AND DISCUSS

SW N -

Page 12
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Form Letter Templates

Form Letters can be used to send notices of letters to your

employees. To create up to 50 letters, click on Options/Form Letter

Templates.

Options  Home
Action Emails
Descriptions Tables
Facility [dentification
Time Markers
Categorize Attributes

Standard Review Dates

Form Letter Templates

Click on an undefined number.

SL94 Select one from the list

Name your letter and then begin to
compose the letter using text and

-
<
2
~

Mot defined

1. Note Required Reminder »

] Not defined
variables.
g} Neame of Form Letter: |Sampte Chart Letter | [ Reply Required ,
b] Varizbies
a “ " Today's Date a| To ndicate the Xcaten of

{Flrst Name 8 Vorable

<Toddy > |Last Name 1. Type * {Shift 6] in the
Flrst & Last Name aitor

<First and Last Namg-————————> | Adaress

<AGdress——————-> | City, Pravince

<City, Provingg—————> | Country

<ZipPost-> | Postal Zip Code
Phone No
| Foreign Phone

Dear <First Name-———> | Birth Date
Hire Date

Depanment <Depantment > |EEID

Position: <Posiion: o> | Departiment Code
| Depariment

RE: Visit Date <Chart0t--> Postion

Please be advised that following your Health Centre visit today, we were able to reach your Physican and
get the required information as discussed.

Regards,

|Brenda Smith, RN

nPimFontSze @apt O10p OB poaeie e

| Supervisor

| Chan Date

| Managing Stan
| Classfication
|Reasont

|Reaszon?
| Conation | Page 176 |
| Condition2 A
{Condition3

| Gonditions
Treatmentt

| Treatmem2

[Treatment3
Treatmants

|Action 2|

EE ETEE R
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Click the Instruction F1 button to see detailed instructions and additional features in Form Letters.

PARKLANE

SYSTEMS

Form Letter Templates

Introduction

Form Letters give you the means to set up letters that you will use repeatedly.

You initially create a template for a letter and from that point on, you may easily produced personalized
letters with the original text and applicable information included.

The letters may then be printed or emailed directly from the software. All emailed form letters are
automatically added to Document Links.

A form letter may be one to three pages in length.

How to Use

Template
Select a template from the list.

e For a new template, select the first ‘Not Defined”.

* Provide a name or description of the template.

e Under “Variables” there is a list of the personalized information that can be inserted in the
template.

* Inthe Template area, type the text as it is to appear in the letter.

Page 14
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Reassign Managing Staff on Review Dates

As staff depart, vacation, take leave, or changes in user caseload are
necessary, this utility provides the ability to permanently or temporarily
change the Managing Staff field for all outstanding Review Date records
from one User ID to another. In the case of a temporary reassignment, the
records can be reassigned back to the original user or another user.

Under Options select Reassign Managing Staff on Review Dates. Select the
intended procedure by clicking on the radio button. Type or select the User
ID of the Managing Staff the records will come from, then type or select the
User ID of the Managing Staff the records will be reassigned to and press

Continue F5.

CT3L Change Managing Staf
Ingicate which procedure 10 pesform

Parmanently assign récords from one Staflf Memder 10 anotheér

e l Regardng 3 S1alf Memiber who (8 temporanily unavanable
ASSIgn records to another Stalf member with the intention those récords might de
reassigned back or, 10 another p

Refarring to records that have been tamporandy
Reassign those records to the original or anothe

sagned to another Staff Member
fafl mamber

From To

Type User ld of Managing Staff or Select Managing Staff from table
select fromtable

KFERRELL &5e2 SARA > 1)

KAREN - CLMS MGR SARAK

Options | Home
Action Emails
Descriptions Tables ¥
Facility ldentification
Tirne Markers
Categorize Attributes
Standard Review Dates

Form Letter Templates

K23 Missing Fields in Charts
K2J Comments Audit

K2M Comments Log

KMD Audit Report

KMC Audit Export

Reassign 5Staff, Review Dates
K3R Temporary Staff Reassigns
Meedlestick Blood Body Fluid >

System Options

A question box will appear asking
for confirmation of the
reassignment.

v! Change Managing S1aff on oulstanding review dates

QUESTION

]

Once the utility is complete, a report will be generated

which provides the details of the reassignment.

' Reassigning KFERRELL to SARA
P Change Review Dates,
Temporary reassignments. Continue?

PKD-Company 1
Chart

Page 0001 K3T =
Date 30 Mar 17 | ]

Review Dates Reassigned from KFERRELL to SARA Time 11:11
Temporarily Assign

Employee Date To Be Done Key
BROOK, SHARO 166 F/t 30 Dec 16 Review & F/U on EE 66

BROOK, SHARO 166 F/t 04 Jan 17 Letter, ChartDt 29 Dec 16 9:06, Sample Chart Letter 66




User Guide

Needlestick, Blood, Body Fluid

In order to simplify the population of these tables,
Parklane can electronically provide pre-defined
descriptions at your request. Contact Parklane
Support for details.

To manually setup the user-defined tables for
Needlestick & Sharp Object and Blood & Body Fluid
Exposure, from the main menu of Chart, click on
Options/Needlestick, Blood, Body Fluid. Click on
the first flyout to proceed to Needlestick Table:

Needlestick Table

Options

Heme

Action Emails

Descriptions Tables ¥
Facility ldentification

Tirme Markers

Categorize Attributes

Standard Review Dates

Form Letter Templates

K23 Missing Fields in Charts
K2J Comments Audit

K2M Cormments Log

KMD Audit Report

KMC Audit Export

Reassign 5taff, Review Dates
K3R Temporary Staff Reassigns
Meedlestick Blood Body Fluid »

Systern Cptions

Needlestick Table

Blood 8 Body Fluid Table

DRT Meedlestick Table Count

DRU Blood & Body Fluid Table Count

Mz charmctins fof Catugory » 55

ot

SR Job Category of te ljured Warket

B3 wrore o inury Occw

LB $am tem

BRI ssarp dem Orginaty Used

)

B ) Mo bty Oocur?
Type of Device Causod the ipry -Neods
¥ 1ype of Denics Cosisd the gty - Glaas
Type of Device Cansod the njury - Othar

Frotectiee Mectamsm Activated

Xpovsry Incrtem

B Was ma ry

b

Category of the hijared Wonkes ~ 82

MNNGSIA] ot

sdanvieliow) specly 56

Select the table which you wish to update/modify by clicking on the appropriate button. The tables in this grouping

allow for a maximum of 50 entries each.

Click on the second flyout to proceed to the Blood & Body Fluid Tables:

Page 16




Chart Module

Blood & Body Fluid Table

Maximum characters for Job Category 55

= LR T ﬂ

Taste no [:]

Cescrpdon

Go% SEEE Job Category of the injured Worker

B Where vt Exposure Occur

B Was e Exposute the result of

S vow Long Contact with Your Skin

S How Much Contact with Your Skin

B Body Fuids mvolved in the Exposure

BB Was e Exposed Pant

0 0w e B100d or Body Fasia

Barner Garmaonts Wom at the Tamo of Exposute

Never change ihe descriobon of 3 Wadis entry onde Ahaa
Dot used  THe Meouity witl De Inecovsiatie (e

Job Category of the byurod Workes

1 Doctor (sRanangstall) Specly Specialy
2 Doctor (intarnaesideniPedon? Speol Specialty
) Medcal Shudent
4 Nurse RN
5 Muase LPN
4 Nunse NP
7 Nurse CRNA
3 Nurtse Moty
2 Nurung Student
10 Resguratory Therapist
11 Surgery Azenaand
12 Other ABendgant
1) PrdedctomNenpuoctaety Team
14 Chnical Ladoratacy Woree
15 Technologt (non4ad)
15 Dottt
17 Dantal My oanist
10 Hooseieepat
16 Laundry Worker
20 Secunty
21 Paamede
22 Other Stydert
23 CINAMMA
L 22 Onae Nesrrite

Al

CARANgOg “ehle” 10 “Shue” will 330 Change 3 powviouly
rocorded @ata 10 Tiue”

These tSins serve Dom iInodent Repartng and Chan moduins
VWaming Shouls you make 2 change 10 thiy tadie the change will

Proceed in the same manner as described above. The tables in this grouping allow for a maximum of 50 entries

each
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Add/Open a Chart Record

To add or open an existing record, click on Chart and select Add New Chart
Record or Open Chart Record from either the drop down or the Sidebar
menu. Select an employee and follow the panel instructions. Adding a new

1. Add new chari record

chart will open a blank record ready for data input. Opening will show a listing 2. Open chart record

of the employee’s chart records to date. You may look at any of these records

or click on Add Chart. In either case the system will present a panel which
3. Review Dates Work Sheet

defaults to the current date and time. Changes may be made to these fields as

necessary.

01 General Information
02 Result of Visit

03 Aftributes

04 General Comments
05 Confidential Comms
06 Review Dates (Emp)
07 Form Letters

08 Doc. Folder (Chart)
09 Doc. Links (Chart)
10 Needlestick&Sharp
11 BB.F. Exposure

12 Time Markers (Emp)

CHAS Gonecal mtocmaton

General Information

Lasi e MALL Deswrtmen!  Apumy Adrmmtraten
o lase  ANMDA Pestor TEADER

Beth Dt VRVISTD Satsa  P_ALTME

Dade 0 & Tive M = e

Marageg Sian [SARA d3 Jeanax
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Chart Module

e The Date In and Time In fields will auto-fill.

Date In [17/02/2014 i

¢ Wait is the amount of time the employee had
to wait before being seen. There are statistics

. A0 e
available on Wait time that may help you in Time In | 11:05 Wait || |

determining future staff requirements.

Contact

e ContactError! Bookmark not defined. is a text
field in which the user could note the employee’s supervisor and/or telephone extension as a reference for
future communication.

¢ Managing Staff will also be auto-filled with the name of the user currently logged into the system.
However, should another user be responsible for managing this record, you may select the name from the
directory provided. All reports selected by staff will be based on the Managing Staff user identified.

e Entered By is auto-filled with the name of the user currently logged into the system. This allows for all data
entered, and any changes made to be tracked and audited in the background of the system.

e The next two fields are table driven. Choose the appropriate Classification and Reasons by selecting from
the corresponding list box located at the right of the panel.

¢ Memorandum for this employee allows the user to enter or view the text specifically in Chart regarding
this employee.

e Cancel Record allows the user to cancel a chart record. From the List of Chart Records, the user may click
on F2 Show Cancelled Records to see any records previously cancelled for an individual. A cancelled record
may be Reinstated by clicking on the blue arrow at the top center on the General Information panel.

e Copy Last Record will auto-fill the Classification, Reasons, Conditions and Treatments from the last chart
record entered for that employee. This significantly reduces data entry in situations where the employee is
repeatedly attending the health centre for the same issue, ie. Physiotherapy.

NOTE: Only available under Add new chart record.

Result of Visit

The next three fields are table driven. Choose the appropriate Condition, Treatment and Action by selecting from
the corresponding list box located at the right of the panel.
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CK53 Resuit of Visit

Condition reatment & Time
25 ||Foreign Body 20 ice
19 Eye Wash
4 2 Acetaminophen - 650mg p.o.
Action Disabliity claim reported

=8 Add Incident E) Access Record

3 ||RTW-Mod Duties Only

3 Link to Incident E5 Unlink Record

ELE Link to Work Acc Recorg

Time Out |12:30 Total visit time 00:03

e Add allows the user to instantly switch to the Incident, Disability or Work Accommodation modules to add
a new record. When the Add button is pressed, a blank record opens to the Description panel of the
selected module. At this point the user may simply initiate the record by entering related details on any
related record panels. When the Menu button is pressed, the user is returned to the Results of Visit panel
of the Chart record. Only the modules the user has access to will be shown on the panel.

¢ Link allows the user to instantly switch to the Incident, Disability or Work Accommodation modules to link
the General Comments of this chart to an existing record. When the Link button is pressed, the
employee’s list of records from the selected module appears. Click on the record that the General
Comments should be linked to, and the system will automatically return to the Results of Visit panel of the
Chart record. Only the modules the user has access to will be shown on the panel.

¢ Time Out, when entered, will calculate the total time of the visit.
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When using the Add feature, the record added from Chart will have asterisks with a note at the bottom of the
panel indicating the record was added from another source and needs to be reviewed.

CAD6 List of Claims MARK BRACEBRI

pate Claim No. Descrip
1. 31 Mar 15#**=Std RT Elbow
2. 05 Mar 13 Std TEST FOR
3. 16 Feb 03 Std 9876543210

%% 7 & 1 T k] 1 $
** Added from another source. Needs to be rez

The Chart Directory for the employee will indicated in columns to the right that the Chart record is
linked to a module.

CK08 List of Chart Records JUDITH HREICH Foll-time IT MANAGER 2118 Key 119 PXD-Company 1

Date Time Classification Reason Condition Staft LK FD IN DM WA
1, 02 Jul 15 16:00 OCCUPATIONAL INITIAL VISIT gurn SARA N

LK Document Links No. ot Records 1

DM Disabity Repoted
WK Work Accommodation
Recoed
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Attributes

Access the Sidebar menu to select the Attributes panel. Make the appropriate selection(s) of Category from the
choices in the left column and select an attribute(s) from the Category. The selected attributes will appear in the
right hand column. Those tagged on a Chart record will be reportable within the Chart module only.

CTC2 Attributes

Maximum § Selected 1
8} Select Categeory, then cick on >> b} Select Atirbute, then cick on »» &} Attrbutes Selected
Abdomen A ankde RT ~
Inaury Andde LT _
Condition
Admin Note Armiower LT
Arm Lower RT
ArmUpper L]
ArmUpper RT
Back (Lower
Back (Upper
Ches
Ear -
F2 Eibow LT FS
Elbow RT
Eye
Face
f

If an Attribute is selected in error, double click on the selected error. The system will ask if the Attribute should be
deleted. Indicate Yes and that Attribute will be removed from the list of tagged attributes.

General Comments

General Comments opens a blank text box and is used to record additional information of a general nature. Each
box of Comments entered will be tagged with the user’s ID, date and time. While working in Comments, you may
make changes to any text currently entered. However, when you exit, the General Comments are “locked” and
cannot be altered. You can add additional Comments in subsequent boxes.

General Comments can be viewed from the Incident Reporting module providing that you have given permission
by linking a Chart Record to an incident.
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CK52 General Comments

Date
13/09/2019

General Comment for Chart

Entered by
SARA
13/08/2019
Q-2R

0.J2

[ =

No.-of comments prior

to this session.

Confidential Comments

Confidential Comments opens a blank text box and is used to record comments of a confidential nature.
Confidential comments works the same way as General Comments with the exception that they cannot be
accessed from Incident Reporting. Under Security, access can be denied to the Confidential Comments by the client
to all Chart Records.

CK59 Confidential Comments

Confidential

Date
13/09/2019

Confidential Comment for Chart

w

No. of comments prior

to this session
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Review Dates (Employee)

Activities or follow-ups for an employee may be tracked under Review Dates. Pull pre-defined reviews by clicking
Standards F6 or click on Add Activity. Enter a date of the activity and tab to the User ID. The User ID will auto-fill
based on the user currently logged into the system. The User responsible for completing the activity may be

changed by clicking on the arrow at the top of the User ID column or by clicking the Change User F9 button at the
right of the panel. Tab to the Activity field and enter the activity.

The Done checkbox, when checked, will auto-fill a review date item, stamping it with today’s date and the User ID

of the user currently logged into the system.

CK55 Review Dates

Date 3  userid S Activity

1 2705022 | [SARA
. - = —

2 [anms2022 | [SARA

[tF DR NOTE WAS NOT RECD - CAL

|CALL EE ABOUT RECENT VISIT TO HC - CUBRENT \

€AND OISCu|

The See Details checkbox will open a panel
which allows the user to enter the Action taken
related to the Activity, and enter a Completion
Date. The system will auto-fill the Done
checkbox. Do NOT check this box because it will
overwrite your action.

Archive SF4 will place completed review dates
in an accessible spreadsheet.

Several reports are available related to Chart
Review Dates.
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Form Letters

To generate a form letter for an employee click on Get Template and select from the drop down list provided. The
variables associated with the chosen template will auto-fill as the form letter is displayed. Text may be inserted or
deleted throughout the letter is required. Doing so will not change the master form letter template content. Each
letter may be a maximum of three pages in length.

Print the letter by clicking on Print to PDF. Once the PDF opens, all application features are available to the user.
Clicking Print will send the letter to a default printer to create a paper copy.

Clicking Link Doc will store the letter for future reference on the Document Links panel of the record.

By entering a Reply Due Date and clicking on Add Reminder, the system will add an activity to the Review Date
panel of the record.

When a form letter appears outdated, click Reset Letter to initialize the panel to the master form letter template
content.

The Reply Required box will be checked if the master form letter template identifies that this Form Letter requires
areply. The Letters Requiring Response will identify this letter until a Reply Date is entered.

To send the letter, click SF8 Email letter to: This opens a panel in which the worker’s email address will auto-fill,
allow for the additional recipients and provide editable text indicating the Form Letter is an attachment to the
email. Ten additional attachments may be sent with the letter by clicking attach File F9 or Doc Link SF9 and
selecting a file from the browser or from the list of document links. A copy of the letter, a copy of the email and a
copy of each additional attachment will be automatically added to Document Links. The emailed Form Letter, the
Letter Attachment and all additional attachments will be recorded in the TMB Audit.

CKG4 Form Letters

i
Aug 20, 2021

Natasha Aina
123 Troy ST
London, Ontario [ bl Reply Requirec
NEP 1H7

Dear Natasha,

Department Human Resources
Position: Associate Reply Date

RE: Visit Date: Jun 22, 2021
Please be advised that following your Health Cenfre visit today, we were able to reach your Physician and
getthe required information as discussad

Regards,

Sara Kane
Manager
OMS
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Document Folder (Chart)

The Document Folder (Chart) feature allows the user to paste text documents or type notes for future review in
this record. (Text only, no pictures or images.) The maximum number of characters is 8,000 (equivalent to
approximately two pages of a Word document). Once a document is entered, changes may be made by the original
author until midnight. The See List button lists all documents in the folder. Access to the Remove function is
controlled by Security. The Remove button will delete document.

CK56 Document Folder specific to this chart record ARREES S B o B s

el

Reference ]Email from Supervisor

~
[

From: Sara Kane -
Sent: Wednesday. March 26, 2014 4:26 PM
To: Doug Adams

Subject: John Hurt - Medical Leave

Hi Doug,

Just as an FYI, John will be absent from work due to an approved medical leave.
The Hith Ctr will keep you advised as to his RTW status when available.

Thanks,
Sara Kane
Occ Hith Services 1620

Document Links (Chart)

The Documents Links (Chart) feature allows the user to link and view documents that are related to the employee
in this record.

Documents that can be linked include, but are not limited to:

e Documents (.doc, .pdf)
e Images (.jpg, .gif)

e Spreadsheets (.xls)

e Emails (.msg, .html)
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Move the cursor to the Origin column of the first blank line. Enter an Origin and Description of the document. The
system will auto-fill the user and date entered. Click on Add Link. The Windows dialogue box will open and allow
the selection of the document to be linked. A note will appear confirming the document was linked successfully.

To see a document, highlight the appropriate line and click See Link. The system will call up that document. Up to

800 documents may be linked to one employee.

Access to the Remove function is controlled by Security. Click Remove to delete link.

For details on Document Types, Scanning Documents, Location of Original Document, and other considerations,

please refer to Parklane Support of the Special Features User Guide.

&

No of Links: 4

Link F4

e »

View F2

GoToBlank F9

FileName F3

001-100 F6

101-200 F7
201-300 SF3

301-400 SF4

401-500 SF5

501-600 SF6

601-700 SF8
701-800 SF9

@
=
-
(o]
-
=]
=
[

CTL1 Document Links B st o Q) 5 Find & soarvert
#  User Date + Origin Doc Date & Description
1 SARA 12102016  Formltr  |12/10/2016 Sample Chart Lefter
2 SARA  12/10/2016  Formltr 12/10/2016  Sample Chart Letter
3 SARA  12/10/2016  skane  11/10/2016 drnote
4 SARA  12/0/2016 skane 151002016 email re...
— = =
— =
— =
— -
— ==
o =
— = =
=
— =i =
— 5 = ,
e =
— =
* Indicates the document was not linked
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Needlestick & Sharp Object

The Needlestick & Sharp Object panel is an optional feature which is specifically activated for Health Care facilities
in tandem with the Blood & Body Fluid Exposure panel. Pre-defined dropdowns as well a text fields combine for
the completion of this panel if the incident circumstances require.

Page 28

{Cirixd

CHDRO2 Needlestick & Sharp Object ] 5 Ao o 1012 = e
a} Job Category of the ‘Nrsa RN |~ Wherinjury |patient Room v
injurad worker? === - oceul? = o -
Other, Describe | | Other | ]
Department where injury '—'—'—] ~
ocourred (ADMIN____ |jaoae @r
bj Was the source patient Yes No Unk NIA Was the injured worker the Yes No Unk NA
identifiable? ® O o O onginal user of the sharp tem? ® O O O

Was employes trained In
proper use of device? & Yes O Mo Qunk O NA

4 The sharp temwas | Contaminated was there blood on the device Yes v
For what purpose wasthe | : .
sharp Aem oniginalty useg? |10 BYaw Venous Blood Sample if used to draw blood was It? Oirect stick? =
Oher, Describe | ]
Did e Injury occur? | Between Steps of 3 Mult-step Procedure (between incremental injections, passing instruments, etc ) ¥
Other, Describe | J
fiWhattype of device caused () Needie-Hollow Bore @ Surgical  OQ6iass (O Other
the injury?
Needie/SurgicaliGlass | Vacuumtube (plastic) v| OmerDescrive | |
Brandg Manufacturer Product | | Model | |
It the em Causing the Injury was 3 Needieor @ Yes  (ONe Was the Protective [yaa, full 3
Sharp Medical Device, was it a "Safely Design” Ousk  ONA MechanismAdtivated?, - €s,
with a Shielded, Recessed, Refractable, or v - After activation <
Blunted Needle or Biade? Did Exposure Incident Happen? [AFE ACVITON

fove cursor to fieid x4




Chart Module

CHDRO3 Needlestick & Sharp Object Injury Report 2072 g g Prin
Mark the Location of the Injury:
Back
51
52 | s8
0 63
53 |59
48 | 65
60
61
s6 62
Was the Injury? | Moderate (skin punctured, some bleeding) v If Injury was to the hand, did the [Single pair of gloves v
A Sharp ttem Penetrate?
ominant Hand of _ = A
the Injured @ Right-handed (7) Lefi-handed @) N/A

For Injured Healthcare Worker: If the Sharp. &) veg @) No Describe:

had no Integral Safety Feature, Do you have _ %
an Opinien that such a Feature could have
prevented the Injury?

) Unknown (@ NIA

3 Describe:
For Injury Healthcare Worker: Do you have an @) Yes @ No
Opinion that any other Engineering Control, =
Administrative or Work Practice could have

prevented the Injury?

© Unknown @& N/A
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B.B.F. Exposure

The Blood & Body Fluid Exposure panel is an optional feature which is specifically activated for Health Care facilities
in tandem with the Needlestick & Sharp Object panel. Pre-defined dropdowns as well a text fields combine for the
completion of this panel if the incident circumstances require.

CHOROS B.BF, Exposure W7 Rerove fincas Tol4 o Pt
N }
a) Date and time of exposure [| - |
r o
Dapartment where incident occurred [ADMIN ] Admin 1 gr2
What is the Job Category of the injured worker? Where did the exposure occur?

Was the Soutce Patient Identifiable? O Yes O No Qunk ONA

b} Which Body Fluids wera involved in the exposure? (seled 3l that apply)

~ v
v v
v v
e~ v
v v

Other, please describe

o] Was the body fuld visidly contaminated with blooa? OQYes O No OQunk ONA

CHORDG Biood and Body Fluid Exposure Report Zot4 E i = 2

Wan the Exposed Part? (select ol that apply)
{Ctrl Enter} Go 1o any paned —_

{Ctr x} Wove cursor to fiekt X) | lact Skn = | )

& o | v
le = | v

Other D'l!'! gescrbe o

Dt the Biood or Body Fludg? (sefect all that apply)
| Toucn Ungrotected Sam . v!
| Seak through barmer garment or Protective G v | -

Which Sarrer Garments were Worn at the Time of Exposare? (check of that apply)
| Sengie Par Latex/Viey) Gioves .| | -
(Lo Caat, Ciotn (net a protectve garment) = | -
[Evegwases oot a protecte temy i Y [ 2
! s | ]
I = | =]
| =) | 2|

Other Pease descrbe
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=

CHDRO7 Blood and Body Fluid Exposure Report !

Was the Exposure the resut of | Specimen Contact Leaked/Spiied -

Other , Describe I

Specify Tubing

If Equipment Failure, Please Specify

Equipment Type

Manufacturer [

For How Long Was the Blood or Body Fluid in Contact with Your Skin or Mucous Membranes?

[ Less than 5 Winutes -

How Much Blood/Body Fluid Came in Contact with Your Skin or Mucous Membranes?

l';dodemleAmum {up to S0 cc, or up to quarter cup) Y,
&5 Print
CHDROS Blood and Body Fluid Exposure Report sora Jf| & P
Mark the
Location of the BACK
Injury
51
Largest area of
exposure
IM— S=
50
Middle area of
EXposure: 28 e
47
\ sa o
Smallest area 55 L
of exposure
01
ss &2

Describe the circumstances leading to this exposure (please note if a device malfunction was involved)

Cap difficult to remove. ApBued upward pressure which caused spill.

For Injured Worker: Do you have an Opinion that any other Engineering Control, Administrative or Worker Practice could have prevented the Injury?
) Yes @ No Describe

@) Unknown @) NA

| PrvPg Ctia | NitPg CiriW i index CiriF 12l Next Esc i Home F11_J§ MenuF12_
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Time Markers

The Time Markers panel provides the user with the ability of track time related to various aspects of employee
charting. The Wait Time fields capture the number of days passed waiting for requested information of
documents. The calculated days do not include weekends. The Time Log fields capture the number of hours spent
on noteworthy activities and meeting related to employee charting. The System Time is time spent in this
employee as recorded by the system. Descriptions may be manually typed or selected from a table. An export is
available on the Charts > Exports dropdown on the main menu of Chart.

CTMS Tame Markers

]
A

Hours Speal

b} Time Log 11 {SARA 28042020 SfPhone Call win EE 2

< 4] 16
28/04/2020 12:58 0:01 SARA V¥
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K04 Print this Chart

This report allows you to view and/or print the current Chart Record. Click the
K04 Print this chart option on the sidebar menu and follow the panel

instructions to view this report.

K04 Print this chart
K26 Employee's history

CTER View Nopert

Version 12 Previes
Chart

Ohart Detatls

Mane: ANGER, SANIRA

Department: MAINT, Maintansnce

Pote: 18/09/2006 1s: 13:33

Contart

Classtfication: MON-OCCIPATIONAL

Reason: INITIAL VISIY

Condition: Asthes

Action: BETURN TO wOHK STATTOWN

Commants |

Configential I8 Sep I8 ON SXAMINATION ...

K26 Employee’s History

This report provides a history of the employee’s chart records. Click
the K26 Employee History option on the sidebar menu, select the timeframe and

press Continue to view this report.

Position: ASSOCTATE

Oout: 19:1%) Tiee

;0%
0.0.§

022 mit Thee: 0:10

Staten: Full-tiwe

o

i L]

Page D001 XDA
Mate

Time 1504

I8 Feb 14

la= 0] Key: )

Staff: DIANE

18 Sep O 35:41 SARA

K26 Employee’s history

SL42 Select one option

Search

F1 Go back 2 weeks

Chart

FZ Go back 3 weeks
F3 Go back 1 month

F4 Go back 2 months pate 10
F5 Go back 3 months wre
F& Enter date range

Chart Records from

Department: KML1234,

CT98 View Report

Parklane Demo Data

To 13 Mar 2014

Name: BENSON, JOAN

Kitchener - Sub office

Time sStarr Toral Time

15:24 SARA

Contact:
Reason:
Condition:
Treatment:
Action:

12:31 SARA

Condition:
Treatment:
Action:

PosiTion: TEACHER

i24 Classification:

Classification:
Reason:

&
=
=

Ea

Page 0001 K26
Date 13 Mar 14
Tize 10:06

sStatus: Full-time
0.0.€,: 01 Jan 09

10: 1120
Key: 120

NON-OCCUPATIONAL
brad

INITIAL VISIT
Headache
ACETAMINOPHEN - 650Wg p.O.
SUGGEST SEEING FAM PHY

RETURN TO WORK STATION

NON-OCCUPATIONAL
INITIAL VISIT

Burn

DRESSING

RTW-MOD DUTIES ONLY
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Audit Report

SL42 Select one option

F1 Go back 2 weeks
F2 Go back 3 weeks
F3 Go back 1 month

F4 Go back 2 months

15 Ministry Health Forms

16 TMC Audit
17 User Motes & Email

18 Demoagraphics
A0 In 3 khitchall

F5 Go| €788 View Repott
F& Enf

Search

version 12 Preview

At

Actions on or after 22 Feb 14

Any changes in this session are not included

Naee; ABBOTT, PALETTE
Department: AMIN, Administration

Date Time User Action
28 Feb 14 15:04 DA Record access

w

E# |
Page 0001 TMC

Date U¥ Feb 14
Time 15:06

Status: Classed
0.0.E.; 01 Jan 06 Key: 59

Now

General Test Requisition

Laboratory Requisition

The “Report TMC Audit” trail tracks activity in a Chart Record along with identifying the user and the detail of each

activity.
User Notes & Email TMC Audit
The User Notes & Email panel provides three features: User Notes & Email
e A Note area to enter text, which will globally pop-up in any module Demographics
opened for the specific employee. The system will auto-fill the original In a Nutshell

user name and date entered, along with user name and date of most

recent edit. A date field is also provided to automatically remove the note if time sensitive.

¢ F2 Open mailto to send email to this employee wherein an email will open applying the employee email
address from Personal Data. If no email address exists in Personal Data for the employee, a completely
blank email will open. Proceed by entering Subject and the email text.

¢ F3 Open mailto to send email to another user wherein the list of Parklane Users will appear at which point
clicking on a name will open applying the users email address from Security. When using either email
option, a copy of the email will be added to your Email Program’s sent folder.
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CTL9 Notes for other users regarding this employee

Note

Criginal entry by:  Date

PRE-EXISTING ISSUES - PLEASE CONTACT HLTH CTR FOR
FURTHER INFORMATION|

Employee’s Email. S.KANE@PARKLANESYS.COM

u F2 Open mailto to send email to this employee

u F3 Cpen maitto to send email to another user

Demographics

Last edit by: Date

)

Enter a date if you want these notes
removed automatically

Copy of email will be added to your Email Program's Sent foider

The Demographics panel provides a read-only pop-up of the employee’s general

demographic information. The Demographics panel is available in various module

records for easy reference. Security controls which users
Demographics pop-up on module by module basis.

will have access to the

TMC Audit
User Notes & Email

Demographics

CT35 Demographics

Surmame AFFLECK
Given Name BEN
Address 155 NUT ROAD
City, Prov.State LONDOM ONTARIO
Country CANADA
Postal Zip Code GIX5C3
Home Phone 416 222-2222
Business Phone 519 657-3386 2240
Cell, Foreign 416 222-3333

Birth Date 15/08/1972

Language ENGLISH

Business Email kferrell@parklanesys.com

Personal Email

Health No. 9876527353

Department TES Parking - Meters
Employee ld. N170
Statuzs  Full-time
Position PARKING METERS
Hire Date 01/02/2012
Union UNION A

Supervisor FERRELL, KAREM JOAN
SUPPORT

Daily Hours  8:00

Age 52 Weekly Hours 40:00
Sex Male WorkHours 8:00  to 17:00
Marital Status Married Miscellaneous MISC 1 FIELD

Key 170

In a Nutshell
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In a Nutshell

TMC Audit

The In a Nutshell feature provides the user with a one-page overview of an .
User Notes & Email

employee’s current records from various modules. The modules included are
Incident Reporting, Disability Management, Work Accommodation, Attendance Demographics

Management and Chart. In a Nutshell

Depending on the user’s Security access, checkboxes to the right provide access

to more detailed record information. The “R” checkbox opens the actual record and the “C” checkbox opens the
General Comments related to the record. In the case of Incident Reporting, Disability Management, Work
Accommodation we can see the most recent five records. Attendance Management will show the most recent
twenty-five records, as well as an indicator and date if the employee is in an Attendance Case Management
Program. The date of the last Health Centre visit is provided from the Chart module.

CTLA Employee Records in a Nutsheil
mploy Cick check box under R to accass actual record |
Chek chack bax under *C to view general comments
Incident Reporting Last S recarded incidents showing ‘R
Inc. Date Ciass ExpectRtw  Riw Date Mod Duty Date Department Injury Status Days '&
100612013  HC ADMIN 1
040672012 LT 0X77/2012 04022013 ADMIN LOW BACK STRAIN App 42 (10
Drsabiity Managemant 3 claims have been recorded |
I
FistDay Off Type  Expect Riw Riw Data Mod Duty & Date Department Descrption Days =
07082012 Sud 2010/2012  29M10v2012 Yes  29/10v2012  ADMIN FRACTURED LT PINKIE 5500
0200772007 Std 300772007 30/07/2007 ADMIN FRACTURED LT FEMUR 11.00
Wark Accommodaton Last 5 recorded programs showing
Occ? Est StopDt Est Term Completion Act Term Deparment Resuft e
ADMIN
Yes 071122012 § Wesks 030672013 29 Weasks ADRIN
Attendance Lasi 25 tme records showing
Date Day Deapartment Type Hours Cont 2 R
s > 2 _“N : - -~ Data of Last Health Centar Vist  11/06/°2013
01032013 Fni ADMIN Sick with pay 730
150272 Fri ADMIN Sick with pay 730 C
14022013 Thu ADMIN Sick with pay 730 © In Case Management Program? (& Yes
130272013 Wed ADMIN Sk with pay 730 C End Date of Last Casa 311272011
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Chart Module

Employee Document Folder

ROBERTANDERSON P_Fulitime PLANT F&B BARTENDER Key 115

Halerance I

Commants/Sourcs

The Employee Document Folder feature allows the user
to paste documents or type notes for future review. Text
only, no pictures or images. The maximum number of
characters is 8,000 (equivalent to approximately 2 pages
of a Word document). Once a document is entered,
changes may be made until midnight and only by the
original author. The See List button lists all documents in
the folder.

Access to the Remove function is controlled by Security.
Remove will delete the document.

DA
280022014

1533

Ext F12

e

Charts Reports  Exports  Graphs  Options  Home
Mew Chart
Open Chart
Ermnployee Document Folder
Ernployes Document Links

Review Dates Worl: Sheet
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User Guide

Employee Document Link

The Employee Document Link feature allows the user to link [ J:-FHRERTS

and view documents that are related to the employee in this Charts Reports Exports Graphs Options Home
module. These links are not connected to any individual
Mew Chart
chart record.
Open Chart
Documents that can be linked include, but are not limited to: Employee Document Folder
Employee Docurnent Links
* Documerfts ('d?c' -pdf) Review Dates Work Sheet
* Images (jpg, .gif) e ——

e Spreadsheets (.xls)
e Emails (.msg, .html)

Move the cursor to the Origin column of the first blank line. Enter an Origin and Description of the document. The
system will auto-fill the user and date entered. Click on Link. The Windows dialogue box will open and allow the
selection of the document to be linked. A note will appear confirming the document was linked successfully.

To see a document, highlight the appropriate line and click View. The system will call up that document. Up to 500
documents may be linked to one employee.

Access to the Remove function is controlled by Security. Remove will delete the document.

For details on Document Types, Scanning Documents, Location of Original Document, and other considerations,
please refer to Parklane Support of the Special Features User Guide.

CTLY Document Links J

82 e Diste Crige Dec Deto Cencrete

2 SARA DDLU 18 L OIO4R81E  Compeistsd Form

! SARA LTINS Form LY DOTANS  De Nowe g Forn| - T
| ViewF2 |

3 SARA (oA Irodld Hih O D025 10

Ingicates the JoCLment mes not Anked x

AvPplog | et Pg Ty | hdax Cafi12 Next Esc | Home F1) Menu F12 |
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Chart Module

Review Dates Worksheet

The Review Dates Worksheet provides immediate access to the currently signed in user’s review dates in this
specific module.

1. Add new chart record

2_0Open chart record

N

x
. -

y 3. Review Dates Work Sheet[}

o Catwed

The view from the module Menu panel are your review dates for all employees from this module which are
overdue for up to three months prior. Alternative views are listed on the right side of the panel along with fields to
enter specific date parameters or specific due dates.

The Done check box will auto-fill a review date, stamping it with today’s date and the User ID of the user currently
logged into the system.

The View check box will open a subsequent panel which allows the user to enter text related to the Action taken
related to the activity, and enter a Completion Date for the Action. Do NOT click on the Done check box here, the
system will auto-fill.

The Get Record check box will open the record associated with the review for the user to add, review or revise
information on the panels specific to the record.

The Reassign check box, in conjunction with the Assign F9 or the Reassign All F14, will allow the user to assign the
review dates to another user one-by-one or on masse.

See the K22 Review Dates report for an alternative method to access review dates for one or more users. The K22
Review Date report may be accessed from the sidebar or from the Reports dropdown menu.
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Reports Available in Chart

Chart

New/Open Chart
K04 Print this chart
K26 Employee’s history (2 wks to 3 mths)
TMC  Audit
Exports
K31 Chart Records
K2L Review Dates
TM9  Time Markers

Reports

Ke7** Office Visits

K18** Selected Office Visits

K08 Summary of Visits

K09 Summary By Month

K10 Summary By Group or Department
K29 Departmental Summary by Month
K15 Selected Visits

K12 Select Attributes

K16 Attribute Totals

K14 Weighted Treatments

K13 Visits Calendar

K22 Review Dates

K74 Letters Waiting Response

K49 Employee History

Graphs

KHA Visits YTD

KHB  Visit Trends

KHC  Visit Statistics

KHD  Needlestick/Punctures
KHE Blood & Body Fluid

KHF Comment Activity Report

Options

K38 Table Record Counts
K23 Missing Fields in Charts
K2J Comments Audit

K2M  Comments Log

KMD  Audit Report

KMC  Audit Export

** Option to Create Export File in addition to Report
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Chart Module

A

Action Emails - 4

Add/Open a Chart Record - 18
Attributes - 22

Audit Report - 34

Index

K

K04 Print this Chart - 33
K26 Employee’s History - 33

B

B.B.F. Exposure - 30

C

Categorize Attributes - 10
Confidential Comments - 23

N

Needlestick & Sharp Object - 28
Needlestick, Blood, Body Fluid - 16
Needlestick, Blood, Body Fluid Tables - 16

D

Demographics - 35
Document Folder (Chart) - 26
Document Links (Chart) - 26

o

Options - 4
Description Tables - 6
Standard Review Dates - 12

E

Employee Document Folder - 37
Employee Document Link - 38

R

Reassign Managing Staff on Review Dates - 15
Reports - 40

Result of Visit - 19

Review Dates (Employee) - 24

Review Dates Worksheet - 39

F

Form Letter Templates - 13
Form Letters - 25

S

Standard Review Dates - 12

G

General Comments - 22
General Information - 18

T

Time Markers - 10, 32

In a Nutshell - 36

u

User Notes & Email - 34
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10-521 Nottinghill Road
London, ON N6K 4L4
Canada

519.657.3386

ContactUs@parklanesys.com

Access the Parklane web site for more details about Parklane products

www.parklanesys.com
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